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Agency 
Hagerstown 

Division/Unit 
Public Safety/Fire Department 

Item No Description Retention 

1 Building inspection files 
-contains but not limited to: inspection reports, 
correspondence, complaint reports, building permits, zoning 
certificates (copies), final inspection reports 

Training attendance reports by subject (sign in sheets) 

Protective clothing/personal clothing issued 
-contains but not limited to: background investigations, list of 
type of clothing issued signed by the firefighters, clothing 
issued 

Firefighter training record: listing by firefighter of training 
received, subject, hours, instructors, training record, 
correspondence, certificate of completion, student record 

Personal information files: information form, intelligence 
reports 

General files/personnel 
-contains but not limited to: employment applications, sick 
leave report, personnel forms (blank), physicals, I.D. badge 
applications, exit interview forms 

Destroy material having no 
further Legal, Administrative, 
Fiscal or Operational value. 

Retain for the length of 
employee's service, then destroy 

Retain for the length of 
employee's service, then destroy 

Retain for three (3) years after 
termination of employment, then 
destroy. 

Retain until updated or 
superseded, then destroy 

Retain for three (3) years after 
termination of employment, then 
destroy. 

Approved by Department, Agency or Division Representative 

Date 

Signature 

Type Name GeorgiAnn N. Breichner 

Title c i t Y Clerk 

Schedule Authorized by State Archivist 

Date IDEC 3 WW 

Signature 
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Item No Description Retention 

7 Vehicle specification files: specs for vehicles purchased, 
specs for any equipment added to the vehicle, invoices, 
brochures, manuals, correspondence 

Retain for life of vehicle, plus 
two (2) years, then destroy 

8 Vehicle service and repair files 
-contains but not limited to: repair and maintenance record, 
invoices, damage reports, MVA accident report 

Retain for life of vehicle, plus 
two (2) years, then destroy 

9 Driver's daily vehicle inspection report of each vehicle: 
vehicle I.D. number, tag number, test performed 

Retain for three (3) years and 
until all audit requirements have 
been met, then destroy. 

10 Knox box files: location of knox boxes in various city 
buildings, installations 

Retain for life of knox box, plus 
two (2) years, then destroy 

11 Apparatus and equipment: test performed on apparatus and 
equipment, correspondence, testing specifications, cost tab 
sheets, invitation to quote, inspection certifications, annual 
testing reports 

Destroy material having no 
further Legal, Administrative, 
Fiscal or Operational Value. 

12 General files 
-contains but not limited to: correspondence, annual reports, 
minutes of meetings, board of public safety, minutes of 
captains meetings, attendance records, 911 plan, news 
articles, petty cash, press releases, staff meetings, check 
request 

Sreen annually. Destroy 
material having no further 
administrative, fiscal, legal or 
operational value. Retain 
permanently any material that 
serves to document the origin, 
development and 
accomplishments of the 
department. Transfer 
periodically to the Maryland 
Archives. 

13 Purchasing records (3 r d copy) Retain for two (2) years, then 
destroy. 
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Item No Description Retention 

14 Investigations 
-contains but not limited to: investigation report, photo, 
handwritten notes 

Retain for ten (10) years, then 
destroy. 

15 Maryland Fire Incident Reports - Retain for five (5) years, they 
destroy. 
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Retain for 3 years and until all audit requirements 
have been fulfilled, then destroy. 
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